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Microsoft Word 2010
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JHRIT T€ URIER © | SAPT 59 BRI ST
& FdAIferd BT 8 | I8 U g8 UNIRIAT Uda
=

Different types of menus available in Ms-

Word
Quick Access Tab
(1) New (ctrl + N) — New Document
Create &= & fely
(ii) Open (ctrl + Q) — &= g8 File &1
Open & & ferq
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(1ii)

(iv)

(V)

(vi)

Save (ctrl + S) — @l g File &I
Save &1 & forg
Print Preview - Print Preview
<@ & fag
Undo (ctrl + z) — foar &mH
aRET geT |
Redo (ctrl + y) — gRda amos
T @ U

Home Tab

Cut : Ctrl + x (Caex & gerH )

Copy : Ctrl + ¢ (@ &)

Paste : Ctrl + v (Uxe &)
Font Block

(i) Font Face -Text Deign a1 Font
Deign @ Change (Ctrl +D) &<
@ ferg

(i)  Font Size ‘Font Size & fev|
(etrl +.Shit + p)

By Detault Min=8 and Max=72

(iii)  Bold-(ctrl + b) Hie sy H

(iv)  Italic-(ctrl + T) RR&r e #

(v) Underline -(ctrl # w) Undef eg=
F B forg

(vi) Grow Font-(ctrl +71) Tex @1
MHR geM & AU

(vii)  Shrink Font- (ctrl +7}) Tex
BT IMHR B G B forg

(viii) Super Script- Text &1 Bl gTdT

2 91 SuarT Formula # far
ST €1 xM+y?
(Ctr]l + Shit+ +)

(ix)  Subscript — Math question @ ferg
(Ctrl+Shit+ =)
(x) Strike Through- Text &1 7= ¥
Hred & forg
(xi)  Change case -  Selected Text
@ Case @ Changee &1
(xii) Sentence Case - Only first
letter capital
(xi11) Upper Case -(Capital Letter)
(xiv) Lower Case -(Small Letter)
(xv) Capitalize seach word
(xvi) ToggleCase- < Firstsmall
remaining capital
(xvii)Font eolor -Change color of
seleeted Case
3- Paragraph block:
(i) Number / Bullets
(ii) Alignments-
(1) Align Left (Ctrl + L) -
Left margin
(ii) Align Right (Ctr] + R) -
Right margin
(ii1)  Align Center (Ctrl + E) -
Left and Right @ fa=r
(iv)  Justify (Ctrl + J) -Left
Right Equal space
(iii)  Line Spacing - & @73+l & 919
@ aer B forg

www.rctiindia.in

2>

F RCTI




RCTH \

Computer Education

KASGAN]

Cul+1- Single Line Space
Cul + 2 - Double Line Space
Ctrl +5 - 1.5 Line Space
(iv)  Shading - Select Text &
fie & @k @ Change &1
4- Style Block:
=afrd Text @1 Style & Change & 2 |
i & waa 81 (Alt + Ctrl + Shift + S)
Editing - Text # Change &% & forq |
(1) Find - (Ctrl + F) STt Text @t

el ¢ |

(i1) Replace - (Ctrl + H) v Word &1

¥ Word 3 Replace ST
(i) Goto- (Ctrl + G)w@m page 3
TN page T ST

2- Insert Tab:
(i) Page Block
- Cover page — ygel & fAfiTg
Cover page documentdnsert
farar S €
- Blank Page - @efl page
insert & |
- Page Break - Current
position ¥ T page H ST
(Ctrl + enter)
(ii)  Table Block -  Ms-Word #
Table g9 @ gfAem wa™ FHwar € |
(ili)  Illustration Block

- Picture — Input Picture

- Clip Art — Predefine image
Bl use BT |

- Shapes — Auto Shape t&
Drawing gl & it Word #
Ugel W &1 Bl & SiR arraede
@ SITAR Insert &1 A1 Gl § |

- Chart - 3ri®sr @ 3rgar Chart
insert f&ar <mar €| Line chart,
Ple Chart, bar Chart, Colum
Chart ete:
(iv) Header & Footer'Block
Headerwa'ss Top Margin wR
3i¥ Footer Page & Bottom 3
BT & |
-/ Header & Footer # margin &1
by default value 0.58r €|
(v) Link Block
-~ Hyper link (Ctr]l + K) Hyper

line insert &3 |

Drop cap -  Drop cap &1 5T Paragraph
@ first character # species effectera @ forg
fopar <mar €1

3- Page Layout Tab
(i) Themes - Themes F=gvf

document &' design Change &
ferg
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(ii) Page setup block
Margin
(a) Top Margin -
39 Bl & |
(b) Bottom Margin - by
default 1 g9 g € |
(c) Left Margin -
1.25 9 &I €1
(d)  Right Margin - by default
1.25 S9 grar 2|
(e)  Gutter or Gutter Pointer
Gutter margin @Default Value 027
=
Gutter margin &1 Position“Top 3
lefterd ¢ |

(iii)  Orientation: Orientation &1 UHR

by default 1

by default

# g8 | Powraity vslandscape

By default layout Potrait &l

el
(iv)  Size: <74 document §¥d. &
ar word processor Ta/Size e |
HH=TT: page ST SMHR §x1d #
lettersra 2 |

Page Back Ground Block
Water mark — U&i& page & #eg
background @& =9 H ¥E FHX Al
=

Page Color — Background #
Color stefr
Page Border — Document &

page # border €TeT

Paragraph Block:

Indent - 5 paragraph @ left/right

side #'move &R € | §9b gRT FoYof
paragraph @ margin Changee &1 1 fai & |

Spacing - ¥z paragraph & after I
before spage o1 & forv swaT
paragraph spacilg & & |

References Tab

Foot note: document & &%
page @ loot # faw= aralr text foot
note ®wgarar g | (Ctrl+Alt+D)
End Note:q¥ document & 3fd #
fawg=T arell ¢ee end note HEeATT
g1 (Alt+Ctrl+D)

Mailing Tab

Mail Merge Word &1 urrfires &)
faRIoeral § A SMeErdd SR qraRpd
function |

mail merge #1 ¥4 & ®MH, olcd,
A 9 gd dfed print &R Had |

Review Tab:

(i) Spelling and Grammar - F7
document¥ Spelling & Grammar
BT AT BT GEIRT B o |

Deferent types of line:
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(i)

(i)
(a)

(b)

(c)

(d)

(e)

(1)

(iii)

(1)

Red Color-Spelling Mistake
Green Color -Grammar Mistake
Blue Color-Formatting Mistake
Thesaurus-Thesaurus sreE®Ter &

S BN text § e S[ont e ueM
w2 | (Shift+F7)

View Tab :

Document View :

Web layout-Web Page @1 g

G |
Print layout-Document print g+
® qre e aref |

Outline View-  Document @1

outline & wu # f&@mar &
Reading layout View -

Document(@r Full screen o
read BT |
Normal View —Cut, copy and
page 1 editing & feg |
Zoom — Word % t& Document
HZ00M size &7 7510 % &R
arfdraH 500% b 81 Hahe & |
Macros — Macros & gRI- Udh 41
U 9 e FHAVEH Bl Yh BHVSYH
H Y8 B Fd ¢ |

— eyl dei—

Word Wrap : Text &1 wd:
STl TS H UgE |

(i1) Ms Word 2010 % <@ faeit Text @1
select fosarm S & 1 w@d: EMini
tool bar+ G <ar €|

(iii)  Template : T file R ggel 4
define setting &1 IudIT final
Document &7 g9 & forw feam
ST € |

(iv). v® ark TAB Cursor T 4 0.
sinches a1 2 |

(V) Traunslate option s uRda= &
&1 T & WiReview tabs grar €1

(vi)». MS-Word@! 3% o & forg

winword.exe

12 GoT 31 TSI eh3aT B-

Microsoft Excel 2010

HIgPINTTE. UiRiel U gelagiie Bedie &, ol

IR AT HR T A1 g4 H AT Bl
2 [goacie Sredlic e R | arfebs 9@
offe 2| ol @fed aar 3 (Row)# de1 2, a8
gfeferd) diTedar Yo 2 |

Formula Operators:
(i) Arithmetic Operator g1 SUR
wforfera fehanail & ferg febar Sirar € |
Gy 2%, P4)
(11) Comparison Operator $9&T YT
ST AN B M H JaT & forg
fepar e €1
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(i)  Text Operator (&) (TFITHUE) @&
WINT e HI s H foar S

=
(iv)  Reference Operator (:) Cell
Range Define @%1 & forg |
A P BT

URIeT § SUGE Baee Ul Sifderel
giaemy 2| fe |eraar ¥ omu Sfed 1o,
A oY it oM SR ared WR 9gd
H B PR Fh €| BEREl BT TIART B &
wU AT g PaEl q1 JATWERT © A Sl

Ls Ms Excel & Data &7 Sort (fére) g=yr
& fergPivot Tablews # f&7 SR 2 |

2, By Default Cell ¥Entre numeric
Value #1Alignment Right alignzwar2 |

3, Ms-Excel § fo+i. st Work Sheet @
T Maximum 31 Characters®! & Haxl & |
4. Ms-Excel # eie= & folg F2
Function key use &% & |

5.  ugell arell Work Sheet R WiF @
fagCtrl + Page up key use @¥c # |

6.  Ms-Excel #i#### Cell ®1 3t 984
e BF & PO yavd W @ 3w €

78 t& Text Field #255 Character
typefd S wad €|

8. Ms-Excel 2010 # f&=t Column
HDefault TS 8.43 Pointssidl & |

9. Automatic cell reference®! I& &
fog § & sing @1 use fomar s # |

10.  Ms- Excel # f&¥1 Function &7 Insert
@%@ fergShift + F3 key &1 use gar £ |

www.rctiindia.in

11.  V Look up Function related record
TAl o @ fo1Y B ST €

12. Address in Excel:

(a)  Absoluteaddress - $ P21 (With cell
reference)

(b) Relative address - P21
(Without cell reference)

13.  Formula Bar - $9&1 S9arT Formula
FFunction &7 ferat & fofv 8 & |

14. Sorting - Bxcel # a1 @8 @
sorting Bl & |

ta) Ascending (8c ¥ &%)

(b) . Descending (g8 ¥ BI<)

15./ /Filter -table # SuRera Data # ¥ user
Bimeed P FFAR @1 display &1 | gad gof
g1l @l display &3 & <wird filter fmar S
Bl

16. Pivottable - Special type @ table
gidl & foreen) weraar | chart a1 graph a9
ST @ ¢ |

17.  Validation - & U1 process forad
#remE A related data & cell # store féar S
gl

18.  Chart - Table & data @T
graphically display &= @ ferq chart &1
SugrT feran s € |

Chart g9 & forg axisd gridline @7 define
AT BT E |

31 h L dall:

1911 ufdrenfefan a6 M.S. Excel

B 9IS 12 9T OIS

M.S. Power Point
Start et 21
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a2l Gai 3 TS ehar 8-
Ms-Power Point t&Presentation
Software? | s9@1 ydrTPresentation and
Slide Showd ferg faar Sirdr 81 @4 9+ File
@1 File extension .pptxerr €| Presentation
@ ud page PISlidedsr Sram |
1. Home

(a) (Slide)

(i) New slide (ctrl + m)- BE]
Slide @1 Add &% |

(ii))  Reset -Slide @7 Set &1}
(formatting @2 color)

(11)  Slide layout- Layout sg&T |
By default lands capesidr 2 |

(iv)  Delete -

Select slide @1 delete ® |
(b) (Drawing.)

(1) Arrange- Slide # insert {3 33

object @1 position # Changce

(ii) Shape Fill - Saluté #1 T3
Shape, Color , Picture File &
T B |

(iii)  Shape Outline- Shape &I
Outline Color @! Fill f&ar siren € |
(iv)  Shape Select- 3-D Rotation
2. Insert
Different Images and media file
@I attach &= ST €1
3. Animation
Slide # Audio e Effects Set &%
Hhl € |

www.rctiindia.in

4. Transition

g4Animation # Slide u? Transition ¥ Set
HR Fohd © forad Transition Sound o
Speed mouse click a7 time & 37 AR set
HR qD ¢ |

5, Slide Show
saiSlide®miIShowde w=fiSetting i
& [F5Skey use gl €1

Current Slidew Slide Show =@ &=+ &
feruShift + F5ardh € |

gaa1 & e (Speaker’s Notes):
3, O GEATGE ST Ga Sl aawd bl

GRGAT PRV Y GB dId ATS
feet @ forg < el ¥ |

Hand Outs:

Y poUiPage B4 & Sl AR § 91¢ SITd
£ | 1 O¥ YR D |l A g
TS TS Siell Wl 2

Master Slide:

g8 a1 Slide gt € o Ul @
T AT STell STl § Sl IR0l
D ThD IAgS H A B Sl ¢ |

Views in power point

(i) Slide Sorter View- ERC|
HPresentstion® H9ISlide &1 TH
A1 g Sl Hebdl & dlfth

Presentation @I Complete name
TJAT HH B S D Sl D |
(ii) Slide Show View - Slide

®! Full screen TR display &= |
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(1) Ms-power point # ready to use
@iclip arty g 21
(2)  Ms-power point # First Slide w
1 @Ctrl + Home key @7 use
fapar <ar & |
(3) Power point gl &
feitPowerpnt.exe
(4) 9@ Windows @1 Zoom Size 10%
to 400 %z 2|

(5) saaidefault Zoom Size 69 % erdr
¥| a1 Ga 3 Feid war B-

Microsoft Access 2010

MS-Access @& RBDMS (Relational
Database Management System)d" foias
RevFa AghNge Wie SeNy Sier & el
GUI (Graphical User Interface) siiR
AR Ao <o 1 waisy (Combination)
gl

—~RDBMS & ar gfardl ae 8—

1. Tables - g a9y favg & ST HETET ©
e =1 acg 81 & —

(i) Columns(®ie™a)-E i J5h Hioe

B Yo deal & | e Bige (Field) @1
et e—fAf¥aa soft a1 it & s1eET TR

(i) Rows Rw)-vs 31 # ami.arel fhel
sl (Category) @1 |l #d SeEd
&1 U6 Repfe amn 2|

(iii) Domin_(SFF)-fa=i it wies # o
e ofik =Aaw W= (Values) @i
g S IY Bles P SHT $Bd ¢ |

(iv) Primary Key(eifis o a8 s
WY TRE B Wies &l 8, ol & Refed
B T AT UgaH ol & |

(v) Relationship (H&%) &1 a=f— ua o
Udh U 2AfE STl Bl raE H Sre |

(iii) Domain_ (S™A)-f&d N wies # o
yftrpad iR =gaw A4 (Values) &1
2 SY I9 Wies & SHH FEd |

2. @9 (Quries) —gg sy W fadt fagy
glel &1 wgaferd @i ¥ gwd & forg & &1
S BRI @'\gad Rl &43609 31 Query
&1 g derrd (@ondition) & ER W gfel
&l gl & A8 i 1) At 2

3. i (Forms)'=#E seed 4 R g Sl
S Wawdiic (Format)-# Ramm 2|
Porms & g1 RafS ®H1 <@ o daal g,
enter fhar S HFel & a1 IEH BRdad ol
o1 el & | Forms 9 R & w90 # U6
&1 Repfs fRamar 21

4. Rurdw (Reports)— I8 S/l & 50 WbR
fESEd =1 # #gg dxa1 § & I| A 94
S 3R 9T fAaRor SIeal | HHem 1 6 |

31IdRIh 2fdall:

2137 ufgranfefa) a6t M.S. Access

@ 9IS 10 OST BIShe
Tally Start esecm 21

End
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